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Introduction

Edison, an Enterprise Resource Planning (ERP) system which is an integrated software package
that is used to perform administrative business functions such as financials and accounting,
payroll, benefits and personnel administration. This course will focus on the Payroll
component of the system that will provide:

- Increased integration between business functions as compared to current administrative systems
- Improve out-dated business processes

- Eliminate duplicate functionality between department and centralized administrative systems

- Meet user department needs not currently met by centralized systems

- Achieve operational efficiency

- Provide better management information

- Leverage new technology

The Edison Payroll courses consist of three classes:

PR 400 - Agency Payroll

The Agency Payroll course will cover the role an Agency Payroll Specialist plays in the Payroll
process. This course includes a discussion about Enterprise Payroll for North America business
processes and the Calculate and Confirm process, as well as, viewing and understanding
employee information. The Off-Cycle Check purpose and process, Retroactive transactions,
generating reports and queries, and Payroll Self Service transactions will also be covered.

PR 401 - Central Payroll

The Central Payroll course will cover the role a Central Payroll Administrator plays in the Payroll
process. This course consists of a Business Overview, the entire Payroll process, Quarterly
reporting, generating reports and queries, and extra Payroll processes (i.e. reviewing and
adjusting employee balances, final checks, etc.)

PR 410 - Field Office Payroll
The Field Office Payroll course will cover the role a Field Office Payroll Clerk plays in the
Payroll Process. This course covers tip transactions and queries associated with tips.
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Process Tip Transactions

The Payroll process includes pulling all components of an employee’s pay including tips
transactions. Tip allocation is required when the amount of tips reported by tipped employees for
a pay period is less than a specified percentage of the establishment's gross receipts for that
period. The amount that you allocate is the difference between the total reported tips and the
specified percent of your establishment's gross receipts.

This lesson will cover the role the Field Office plays in that process.

Enter Gross Receipts

Field Payroll Clerks will enter employee tip allocation data to specify the gross receipts to which
an employee’s tips apply in each tip establishment.

Key Notes:

* The tip allocation process is only applicable to Tennessee Department of Environment and
Conservation (TDEC) employees who receive tips.

* Responsibility for the majority of the tip transactions will be held at the field and central levels
of payroll as opposed to the agency level.

» Gross Receipts must be entered before the cutoff date established by Central Payroll.

Procedure
Tip information must be entered into Edison for the pay period 06/01/2007.

An employee reports a total of $50.00 in tips for that period.
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My Links | Select One ~| Bearch

Payroll Welcome ten_trn —|
Personalize Content Layout

Home|Worklist|Sign out

Enterprise Menu

[#] Self Service Mo articles currently available i
¥ Wanager Self Senice Ho Reports To Display

E HCm wieyr Al Aricles and Sections

Edison News Alerts = WMy Reports

[ Enterprise Learning
[E My Content

[ Content Managsment 8% view Pavcheck
E Investor Portal Reeview current and prior paychecks. Report Manager
[ Internal Controls Enforcer
E Paral Administration

My Compensation History

B iorklist Compensation History
[ Application Diagnostics ¥ Review compensation history for base, variable, S
® Reporing Tools and stock options. Time & Lahor B E X

¥l PeopleTools Report Time

I HCM Reporting Tools » e wenT We crdGeek sl Gy o dk
[ ELM Reporting Tools Update Dependent/Beneficiar: week, or time periad,

L applicant Services Update personal profile of employee dependents
- Enterprise Learning PT8 4x i) e =,

I— Human Resources PT8.4x Q% Request Absence
- Facilitha ¥ Request an absence,
|- FleetFacus %

— DemoSite Horme )
- Workspaces @, Request Overtime

— Wt Account Sign On i Request emplayee overtims requasts,
— Change by Password BEmnE 7]
- Wy Personalizations i
— My System Profile

Direct Deposit
Add or update your direct deposit information.

Views Leave and Comp Balance
Wiew annual, sick and cormpensatory leave
halances,

Benefits Summary ::jj
Riarienn @ SuTmmeTy 6fF Gameni, Fask G R A
benefit enrollments.

Payable Time Status

273 Dependent/Beneficiary Inf ]
APt oot demanent 2 B3 iew detils of your pavable time.

Review or update dependent and beneficiary
infarmation.

Job and Personal Information

Personal Information Summary
Feview a sUmmmary of your personal
infarmation.

& [ Y

Step Action

1. Click the Payroll link.

2. Click the HCM link.
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Payroll
4

B Recruiting

B waorkforce Administration

@ Benefts

® Compensation

® Stock

B Time and Labor

[ Payroll for North America

[ Global Payroll & Absence
Mamt

® Payroll Interface

3 warkiorce Development

® organizational
Development

[ Workiorce Monitoring

& Pension

® Campus Community

[ Student Recruiting

B student Admissions

B Records and Enroliment

® Curriculum Management

B Financial Aid

B Student Financials

® Academic Advising

® contributar Relations

® Repotting Tools

B Get Up HRMS

B SetUp SACR

B TN Caorversion

— Careers

[ ELM

[# Enterprise Learning

[ My Content

[ Caontent Management
3 Investar Portal

[# Internal Contrals Enforcer
[# Portal Administration
[ worklist

[# Application Diagnostics
[# Reparting Tools

[# PeopleTonls

[ Li-t Panains Tanle

HCM

Careers
Create applicart profile, search and apply for

jobs

Benefits
Select benefit plans, track company cars &
FMLA, calculate leave accrual & annuity,
maintain primary joh, NOT, FSA, details, auto
enroliment, COBRA, and merchants
EmployeeDependert Informetion
Review Employes Benefits
Enroll In Benefits
13 Mars

/ Time and Lahor

Report, manags and approve tine, create and
review schedules, and produce payahle tine
for payroll and financial systems

Report Time

View Tine

Process Tine

5 More:

Paytoll Interface
Create interface tables, confirm pay period
deductions, sxchange payroll information,
review interface results, and update payrol
infarmation
=] Assion to Benefit Program

Undlate Pavroll information

Pay Period Desuctions

State of Tennessee — Edison Project
End User Training Manual — Field Office Payroll

Recruiting
Manage andl administer the recruiing process.
=] Pending Approvals
=IFind Applicants
[ Add blew Applicart
10 Mare

Compensation
Manage Salary Planning, Yariable
Compensation, Total Compersation and
compensstion relsted processes.

Base Compengation

Wariable Compensation

Totsl Compensation

3More..

Payroll for Horth America
Mairtain employes payral information, process
payralls, collect taxes and process year-end
requiremerts

Employee Pay Data CAN

Emploves Pay Data LS4

Emplovee Pav Data USF

15 More

Workforce Development
Perform Competency Management and
Performance Management, maintain Facuty
Events and Career Planning

Competency Manacement

Performance Manacement

Eacuby Events

Career Planning

Home|Worklist|Sign ou

Welcome ten_trn

Eciit "HCI

Workforce Administration
Hire employees, add non-employees, maintain
personal and job data, administer glokal
assignments, labor relations, absence and
vacation.

Personal Informeation

Job Informeation

Global Assignments

10 More...

Stock

Manage stock participation, maintsin stock

details, create grants, identify dispositions,

reprice options, purchase stocks, and

determine refunds

ek & Person

Modity a Person —
Daily Prices

12 Mare

Global Payroll & Absence Mumt
Define payes data, run shsence and payrol
caloulations, run banking process, create
reports, and send dats to Genersl Ledger,
Time anct Labar, North American Payroll, and
PayrallInterface.

Payes Data

Abssnce and Payroll Processing

Payslps

& More..

Organizational Development
Maintain Succession Planning and Position
Management

Suceession Planning

Succession Planning USE

Position Manadsment

8] Done

U [ e ket

Action

Click the Payroll for North America link.
E@ oll for Horth America

Click the Periodic Payroll Events USA link.
Eeriudic Payroll Events USA/

ip Allocation

Click the Tip Allocation link.

Click the Update Employee Gross Receipts link.
!!Edate Employee Gross Receipts
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Home|Worklist|Sign ou

Benefits

Welcome TRM USER

Mew vindow | Heln | /&

Update Employee Gross Receipts
— Calculatefpprove
Allocation Enter any information you have and click Search. Leave fields blank for a list of all values
— Update Allocation
Balances { Find an Existing Value |
— Review Allocation
Status
- Review Allgcation by |~ COmpany: [begins witn =] ] Q
Employee " it —
_ Beview Allcns b Business Unit: | begins with J | (e}
Establishmnt Tips Establishment ID: [begins with =] |
— Balance Verificalion
Eeport
— Allocation by Search | Clear | Basic Search Save Gearch Criteria
Ermplovee Report
— Alletn by
Establishrnent
Repart
— Employee Receipt
Eeport
B Check Reconciliation
[# Mass Employes
Updates
[ Periodic Payroll Events
usF
B U3, quarterly
Processing
B 1.8 Annual
Pracessing
[ vear-End Processing
CAN
[ Global Payroll & Absence
Mamt
[ Payroll Interface
[ warkiorce Development
® organizational
Dewelopment
[ warkiorce Monitoring
& Pension

R
2] Done | [ e meemet

Step Action

7. Click the Collapse button.

8. Click the Look up Company button.

9. Click "TN State of Tennessee".
[T State of Tennessee |

10. Click the Search button.
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Action

The Tips Establishment ID identifies the state park where the tip activity is being
reported.

Tip Establishment IDs:

TO1- Cumberland Mountain State Park
TO2- Fall Creek Falls State Park

TO03- David Crockett State Park

TO04- Henry Horton State Park

T05- Montgomery State Bell State Park
TO06- Natchez Trace State Park- Pin Oak Lodge
TO7- Paris Landing State Park Inn

TO08- Pickwick Landing State Park Inn
T09- Bear Trace- Harrison Bay

T10- Bear Trace- Tims Ford

T11- Bear Trace- Chickasaw

T12- Bear Trace- Cumberland Mountain

Jeff Nelson worked at the state park that utilizes Tips Establishment ID, T02.

12.

Click "T02" entry in the Tips Establishment ID column.

13.

The Employee Gross Receipts page enables you to specify the gross receipts to
which an employee’s tips apply in each tip establishment.

14.

The Input Date is the date the tips were actually earned. Do not confuse this with the
date you enter the tips into the system.

Consider this: It is Friday afternoon and you would like to enter the tips the
employees earned for the week. The Input Date would not be Friday; instead, the
Input Date would be the date the tips were earned, for example, Monday or Tuesday.
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Guest

Administration

My Links | Select One: ~| Search

State of Tennessee — Edison Project
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Home|worklist|Sign ou

Welcome TRM USER

Mew Window | Help | Customize Pags | =)

Employee Gross Receipts
Company: T State of Tennessee
Business Unit: 32701 Environment and Conservation
Tips Establishment ID: TOZ

Input Date: I
*EmpliD: Q Empl Red Nbr: I_D
Name:

Gross Receipts: $0.00

B save | E\Return to Search | 5] Previous in List | +E] Mest in List | Notity |

First [4] 1 of 1 [H Last
FHE=

8] Done

| Irkernet

Step Action

15. | Enter "06/01/2007" into the Input Date field.

16. | Click the Look up EmplID button.

[
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou
Guest welcome TRN USER
Mew Window | Help | 5 =]
Look Up EmplID
EmpliD: [egins with ]|
Name: |hegm5 wwlhj|
Last Name: |hegm5 W\Ihj|
First Name: [begins W\Ihjl
Second Name: |hegm5 W\Ihjl ]
Atternate Character Name: [begins with =] [
Laok Up | Clear | Cancel | Basic Lookup
Search Results
Wigw All 1100 of 107 [§] Last
EmpliD  Name Last Name irst Name  Second Name Alternate Character Hame|
00100001 Colleen Madley MODLEY COLLEEM blank; hlank)
00100002 Kara Schrmidt SCHMIDT KARA blank hlank)
00100003 Hunter Maghlen MOGHLEMN HUNTER blank hlank)
00100004 Jeff Melson MELEOMN JEFF blank hlank)
00100005 Kerstin Florian ELORIAN KERSTIN hilank hlank)
00100006 Kate Spade SFADE KATE hlank hlank)
00100007 Ann Klein KELEIN AR hlank hlank)
00100008 Donatello Tuttle TUTTLE DONATELLO  (blank) hlank)
00100008 Michael Schmidi SCHMIDT MICHAEL hlank hlank]
00100010 Ann Taylar TAYLOR AR hlank hlank)
00100011 Luis Enrigue ENRIQUE LUIS hlank; hlank)
00100012 Al Bundy BUMDY AL hlank blank)
00100013 Pamela MeDonald MCDOMALD PAMELA hlank blank)
00100014 Billy Gillispie GILLISPIE BILLY hlank hlank)
00100015 Yince Young YOUNG VINCE blank’ blank)
00100016 Leather Tuscadero  TUSCADERO LEATHER blank’ blank) -
B LT[ (e

Step

Action

17.

Click "00100004" in the EmplID column.
00100004
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The 5is
My Links | Select One: ~| Search

Administration

Home|Worklist|Sign out]

Benefits

Welcome ten_trn

Hew Window | Help | Custornize Pags | 5,

Employee Gross Receipts

Company: ™ State of Tennessee
Business Unit: az27m Erwironment and Conservation

Tips Establishment ID: T02

First 4] 1 or 1 ] Last

Input Date: 06/01/2007 [ ==
“EmpliD: 0100004 Q Empl Red Nbr: l_”

Name: Jeff Nelson

Gross Receipts: $0.00

& save | LLReturnto Search | ] Previous in List | 45 Next in List | [=] Matity |

2] Done | [ e meemet

Step Action

18. | Click in the Gross Receipts field.
| 50.00

19. | Enter "50.00" into the Gross Receipts field.

20. Click the Save button.

21. | You have successfully Entered Employee Gross Receipts.
End of Procedure.

Enter Cash and Credit Card Tips

Edison provides the functionality to enter the tips employees receive. The tips can be
distinguished as either cash tips or credit card tips.

Key Notes:

* The tip allocation process is only applicable to Tennessee Department of Environment and
Conservation (TDEC) employees who receive tips

* Responsibility for the majority of the tip transactions will be held at the field and central levels
of payroll as opposed to the agency level
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» Cash and Credit Card Tips must be entered before the cutoff date established by Central Payroll.

Procedure

Jim Thomas received $17.00 in tips on 06/01/2007. The tips consisted of $5.00 in cash and

$12.00 credit card tips.

Payroll
Personalize Content Layout

Enterprise Menu

¥ Self Service

(¥ Manager Self Senvice

[ Hem

[ ELM

[ Enterprise Learning

[E My Content

[® content Management

[ Investor Portal

E Internal Contrals Enforcer
E Paral Administration

B iorklist

[ Application Diagnostics
#] Reparting Tools

¥l PeopleTools

[ HCM Reporting Tools

[ ELM Reporting Tools

— Applicant Services

— Enterprise Leaming PT8.4x
— Human Resources PT8.4x
|~ Facilityax

|- FleetFacus

— DemoSite Horme

- Watkspaces

— My Account Sign On

— Change by Password

- Wy Personalizations

— My System Profile

My Links | Select One ~| Bearch

Guest

Administration

Edison News Alerts =]
Mo articles currently available

wiewy Al Articles and Sections

My Compensation History = X

%View Paycheck

Review current and prior paychecks.

=1 Compensation History
F Review compensation history for base, variable,
and stock options,

Update Dependent/Beneficiary
Update personal profile of employee dependents
and beneficiaries.

.%Direcl Deposit
Add or update your direct deposit infarmatian.

Benefits Summary BB X

2l 5

{rz4 Benefits Summary

B[ Rianiizry @ summemy of sy, Fost @r (g
benefit enrollments.

JJ"(B Dependent/Beneficiary Info
& b e o upi demmen: e ey
infarmation,

Gol

Home | worklist|Sign out

Welcome ten_trn —

My Reports =

Beport Manager

Time & Labor R

%‘ Report Time
A et pen e e tael dtstlls Gor @ oy,
week, or time period,

Q% Request Absence
i

Request an absence,

Request Overtime
Request employes overtime requests,

o
&

-'jj Views Leave and Comp Balance
[ view annual, sick and cormpensatory leave
halances,

! -'jj Payable Time Status
Y view details of your payable time,

Job and Personal Information = &
Personal Information Summary

Rewiew a summary of your personal
infarmation.

| Irkernet

Action

Click the Payroll link.
payroll

Click the HCM link.
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Payroll
4

B Recruiting
B waorkforce Administration
@ Benefts
® Compensation
® Stock
B Time and Labor
[ Payroll for North America
[ Global Payroll & Absence
Mamt
® Payroll Interface
3 warkiorce Development
® organizational
Development
[ Workiorce Monitoring
& Pension
® Campus Community
[ Student Recruiting
B student Admissions
B Records and Enroliment
® Curriculum Management
B Financial Aid
B Student Financials
® Academic Advising
® contributar Relations
® Repotting Tools
B Get Up HRMS
B SetUp SACR
B TN Caorversion
— Careers
[ ELM

[# Enterprise Learning

[ My Content

[ Caontent Management
3 Investar Portal

[# Internal Contrals Enforcer
[# Portal Administration
[ worklist

[# Application Diagnostics
[# Reparting Tools

[# PeopleTonls

[ Li-t Panains Tanle

Benefits

HCM

Careers
Create applicart profile, search and apply for

jobs

Benefits
Select benefit plans, track company cars &
FMLA, calculate leave accrual & annuity,
maintain primary joh, NOT, FSA, details, auto
enroliment, COBRA, and merchants
EmployeeDependert Informetion
Review Employes Benefits
Enroll In Benefits
13 Mars

/ Time and Lahor

Report, manags and approve tine, create and
review schedules, and produce payahle tine
for payroll and financial systems

Report Time

View Tine

Process Tine

5 More:

Paytoll Interface
Create interface tables, confirm pay period
deductions, sxchange payroll information,
review interface results, and update payrol
infarmation
=] Assion to Benefit Program

Undlate Pavroll information

Pay Period Desuctions

State of Tennessee — Edison Project
End User Training Manual — Field Office Payroll

Recruiting

Manage and administer the recruiting process.
ending Approvals
ind Applicants

=] Add Mew Applicarnt
10 hMore:

Compensation
Manage Salary Planning, Yariable
Compensation, Total Compersation and
compensstion relsted processes.

Base Compengation

Wariable Compensation

Totsl Compensation

3More..

Payroll for Horth America
Mairtain employes payral information, process
payralls, collect taxes and process year-end
requiremerts

Employee Pay Data CAN

Emploves Pay Data LS4

Emplovee Pav Data USF

15 More

Workforce Development
Perform Competency Management and
Performance Management, maintain Facuty
Events and Career Planning

Competency Manacement

Performance Manacement

Eacuby Events

Career Planning

Eciit "HCM" Folier

Workforce Ad istration
Hire employees, add non-employees, maintain
personal and job data, administer glokal
assignments, labor relations, absence and
vacation.

Personal Informeation

Job Informeation

Global Assignments

10 More...

Stock
Manage stock participation, maintsin stock
details, create grants, identify dispositions,
reprice options, purchase stocks, and
determine refunds
dd & Person
lndity & Person —
Daily Prices
12 Mare

Global Payroll & Absence Mumt
Define payes data, run shsence and payrol
caloulations, run banking process, create
reports, and send dats to Genersl Ledger,
Time anct Labar, North American Payroll, and
PayrallInterface.

Payes Data

Abssnce and Payroll Processing

Payslps

& More..

Organizational Development
Maintain Succession Planning and Position
Management

Suceession Planning

Succession Planning USE

Position Manadsment

8] Done

| Irkernet

Action

3. Click the Payroll for North America link.

E@ oll for North America

4. Click the Periodic Payroll Events USA link.

Eeriudic Payroll Events USA/

5. Click the Tip Allocation link.

ip Allocation

6. Click the TN Tips Information link.

N Tips Information
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Th
My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Benefits

Administration

Welcome ten_trn

Mew vindow | Heln | /&

TN Tips Infermation
Gross Receipts
— Calculale/fpprove Enter any information you have and click Search. Leave fields blank for a list of all values
Allocation
— Update Allocation { Find an Existing Value |
Balances
— Beview Allocation
Status Company: [0eging W\Ihjm Q
— Review Allocation by " it —
Emplaee Business Unit: |hag|n5 W\IhJI (e}
— Eeview Allctns b Tips i ID:| hegins with jl
Establishmnt
— Balance Verificalion
Repart Search | Clear | Basic Search Save Gearch Criteria
— Allocation by
Ermplovee Report
— Alletn by
Establishment
Repart
— Employee Receipt
Eeport
B Check Reconciliation
[ Mass Employes
Updates
[ Periodic Payroll Events
UsF =
E U.a Quarterly
Processing
B U8, Annual
Frocessing
[# vear-End Processing
CAMN
[ T Payroll Interface
[ Global Payroll & Absence
Mamt
& Payroll Interface
& wWaorkiorce Development
® organizational
Development -

2] Done | [ e meemet

Step Action

7. Click the Collapse button.

8. The Tips Establishment ID identifies the state park where the tip activity is being
reported.

Tip Establishment IDs:

TO1- Cumberland Mountain State Park
T02- Fall Creek Falls State Park

TO03- David Crockett State Park

TO04- Henry Horton State Park

TO05- Montgomery State Bell State Park
TO06- Natchez Trace State Park- Pin Oak Lodge
TO7- Paris Landing State Park Inn

TO08- Pickwick Landing State Park Inn
T09- Bear Trace- Harrison Bay

T10- Bear Trace- Tims Ford

T11- Bear Trace- Chickasaw

T12- Bear Trace- Cumberland Mountain

Click in the Tips Establishment ID field.
l |

9. Enter "T06" into the Tips Establishment ID field.
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Step | Action
10. | Click the Search button.
11. | The TN Tips Information page accounts for all tips an employee receives in a day.
12. | The Input Date is the date the tips were actually earned. Do not confuse this with the

date you enter the tips into the system.

Consider this: It is Friday afternoon and you would like to enter the tips the
employees earned for the week. The Input Date would not be Friday; instead, the
Input Date would be the date the tips were earned, for example, Monday or Tuesday.

Th
My Links | Select One: x| Search

Guest

Home|¥arklist| Sign ouf

Administration Welcome ten_trn

Mew Window | Help | Custornize Page | 5

“TN Tips Information |
Comparty: ™ State of Tennessee
Business Unit: 32T Environment and Conservation
Tips Establishment ID: TOB
14| Vi First [4 1 of 1 [¥] Last
Input Date: | bl EI
*EmpliD: Q Empl Red Nbr: 0

Name:

Cash Tips: $0.00  Credit Card Tips: $0.00

& save | LReturnto Search | [Z] Notify

&] Done || e meemet

Step

Action

13.

Enter "06/01/2007" into the Input Date field.

14.

Click the Look up EmplID button.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Guest Administration

Welcome ten_trn

Mew vindow | Heln | & |

Look Up EmpliD

EmpliD: [egins with ]|
Name: |hegm5 wwlhj|
Last Name: |hegm5 W\Ihj|
First Name: [begins W\Ihjl
Second Name: |hegm5 W\Ihjl —

Atternate Character Name: [begins with =] [

Laok Up Clear | Cancel |Ela5u: Lookup

Search Results
Cnly the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.

Wiew All 1-100 ot 300 [}] Last

EmplID Name Last Name First N\ame Second Name Alternate Character Name

00000001 Jirn Thomas THOMAS Jid hlank] blank

00000002 Kimberly Walker sl KER KIMBERLY (hlank) (blank)

00000003 Jefitey Tate TAIE JEFRREY (blank) blank

00000004 Mike Jones JOMES MIKE hlank blank:

00000005 Larry Smith SMITH LARRY hlank blank;

00000006 Michelle Marsden MARSDEMN MICHELLE  (hlank) blank)

00000007 Tanya Bonner BONNER TONYA (blank) blank

& LT[ (e

Step Action

15. | Click "00000001" in the EmplID column.

00000001
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The 5is
My Links | Select One: ~| Search

Administration

Home|Worklist|Sign out]

Benefits

Welcome ten_trn

Hew Window | Help | Custornize Pags | 5,

TN Tips Information

Comparty: ™ State of Tennessee

Business Unit: 32701 Ervironment and Conservation

Tips Establishment ID: TOB

i First (4] 1 of 1 [P Last
Input Date: 0Bi01/2007 [5 =
*EmpliD: 00000001 Q Empl Red Nbr: 0
Name: Jim Thomas

Cash Tips: $0.00 Credit Card Tips: $0.00

[ save | S Returnto Search | (5] Matify

& LT[ (e

Step Action

16. | Click in the Cash Tips field.
| $0.00 |

17. | Enter "5.00" into the Cash Tips field.

18. | Click in the Credit Card Tips field.
| 50.00 |

19. | Enter "12.00" into the Credit Card Tips field.

20. Click the Save button.

21. | You have successfully enter Tips for an employee.
End of Procedure.

Viewing Tip Allocations By Establishment
Edison provides functionality to view tip allocation data by establishment.

Key Notes:

* The tip allocation process is only applicable to Tennessee Department of Environment and
Conservation (TDEC) employees who receive tips
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* Responsibility for the majority of the tip transactions will be held at the field and central levels
of payroll as opposed to the agency level

Procedure

You will view the Year-to- Date (YTD) Tip Allocations for Establishment T05.

My Links | Select One: x| Search Home | Worklist|Sign out

Wwelcome TRM USER

Edison News Alerts B = W My Reporis =] =

—

My Compensation History [ TL TIMEADMIN  General
View Paycheck 2007-08-08-12 48 2

g Egt:;gigsﬂeﬂmaming Review current and prior paychecks. S Tl

B Wy Content 2007-06.06-12.34.1

E Content Management Compensation History PAYDD] General

[ Investar Portal t Review cornpensation histary for base, variabls, -

& Internal Gontrals Enforcer and stock options. IR

F Portal Administration PAYDO1 General

E A - Update Dependent/Beneficiary R

Application Diagnostics "
) Tree Manager Update personal profile of employee dependents | | PAYO0T General
[ Reparting Tools and benefisiaries. Z007-06-D6-12.32.3

E PeopleToals

[ HCw Reporting Tools . " pi ¥

E ELM Rappnmngngnls %D'r“‘ Deposit Seportanaser
inolicant Beres ~ 844 or update your direct deposit information.

— Applicant Services

— Enternrise Learning PTS 4%

— Hurnan Resources PTE.4x

— Eacilitihled

| FleelFocus Benefits Summary = be i ime & Lahar = 5 X
DemaSite F P i ==L Report Time

— DemoSite Home ;“-’ Benefits Summary E

|- Take a Survey &% Review a summary of current, past ar future D iziinuﬁi‘ﬁgmzrﬂf task details for & day,

- Workspaces bensfit enrallments, b P '

— My Account Sign On

— My Instant Messaging ~ i

- Channe by Passward "ag%Da endent/Beneficiary Info %]P% EE “E:t M];E"EE

- My Personalizations &J Review or update dependent and bensficiary i SRS &N EEENES.

Wy System Profile infarmation.

Reguest Overtime
Request employee overtime requests

— Mv Dictionan Q’%

J]j Views Leave and Comp Balance
Wiew annual, sick and compensatory leave
balances

A8

i [ [ [ [ [ [ teme

Step | Action

1. Click the Payroll link.
Payroll
2. Click the HCM link.
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Payroll
4

B Recruiting

B waorkforce Administration

@ Benefts

® Compensation

® Stock

B Time and Labor

[ Payroll for North America

[ Global Payroll & Absence
Mamt

® Payroll Interface

3 warkiorce Development

® organizational
Development

[ Workiorce Monitoring

& Pension

® Campus Community

[ Student Recruiting

B student Admissions

B Records and Enroliment

® Curriculum Management

B Financial Aid

B Student Financials

® Academic Advising

® contributar Relations

® Repotting Tools

B Get Up HRMS

B SetUp SACR

B TN Caorversion

— Careers

[ ELM

[# Enterprise Learning

[ My Content

[ Caontent Management

3 Investar Portal

[# Internal Contrals Enforcer

[# Portal Administration

[ worklist

[# Application Diagnostics

[# Reparting Tools

[# PeopleTonls

[ Li-t Panains Tanle

Benefits

HCM

Careers
Create applicart profile, search and apply for

jobs

Benefits
Select benefit plans, track company cars &
FMLA, calculate leave accrual & annuity,
maintain primary joh, NOT, FSA, details, auto
enroliment, COBRA, and merchants
EmployeeDependert Informetion
Review Employes Benefits
Enroll In Benefits
13 Mars

/ Time and Lahor

Report, manags and approve tine, create and
review schedules, and produce payahle tine
for payroll and financial systems

Report Time

View Tine

Process Tine

5 More:

Paytoll Interface
Create interface tables, confirm pay period
deductions, sxchange payroll information,
review interface results, and update payrol
infarmation
=] Assion to Benefit Program

Undlate Pavroll information

Pay Period Desuctions

State of Tennessee — Edison Project
End User Training Manual — Field Office Payroll

Recruiting

Manage and administer the recruiting process.
ending Approvals
ind Applicants

=] Add Mew Applicarnt
10 hMore:

Compensation
Manage Salary Planning, Yariable
Compensation, Total Compersation and
compensstion relsted processes.

Base Compengation

Wariable Compensation

Totsl Compensation

3More..

Payroll for Horth America
Mairtain employes payral information, process
payralls, collect taxes and process year-end
requiremerts

Employee Pay Data CAN

Emploves Pay Data LS4

Emplovee Pav Data USF

15 More

Workforce Development
Perform Competency Management and
Performance Management, maintain Facuty
Events and Career Planning

Competency Manacement

Performance Manacement

Eacuby Events

Career Planning

Eciit "HCM" Folier

Workforce Ad istration
Hire employees, add non-employees, maintain
personal and job data, administer glokal
assignments, labor relations, absence and
vacation.

Personal Informeation

Job Informeation

Global Assignments

10 More...

Stock
Manage stock participation, maintsin stock
details, create grants, identify dispositions,
reprice options, purchase stocks, and
determine refunds
dd & Person
lndity & Person —
Daily Prices
12 Mare

Global Payroll & Absence Mumt
Define payes data, run shsence and payrol
caloulations, run banking process, create
reports, and send dats to Genersl Ledger,
Time anct Labar, North American Payroll, and
PayrallInterface.

Payes Data

Abssnce and Payroll Processing

Payslps

& More..

Organizational Development
Maintain Succession Planning and Position
Management

Suceession Planning

Succession Planning USE

Position Manadsment

8] Done

| Irkernet

Action

3. Click the Payroll for North America link.

E@ oll for North America

4. Click the Periodic Payroll Events USA link.

Eeriudic Payroll Events USA/

5. Click the Tip Allocation link.

ip Allocation

6. Click the Review Allctns by Establishmnt link.

Review Alictns by Es‘lahlishm@
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Home|Worklist|Sign ou

Payroll HR Benefits
4

Welcome TRM USER

E Tip Allacation =]
Mew Window | Hel

- Undate Employes bewttindom | Heln | o

Gross Receipts " .

- Calculateltpprave Review Allctns by Establishmnt

Allocation Enter any information you have and click Search. Leave fields blank for a list of all values

— Undate Allocation

Balances Find an Existing Value

— Revigw Allocation
Status
— Review Allocation by Comparny: |hEQInE with x| I

a
Business Unit: | begins with ﬂ | (e}
Q

Tips Establishment ID:| hegins with j |
— Balance Verificalion
Eeport
— Allocation by Search | Clear | Basic Search Save Gearch Criteria
Ermplovee Report
— Alletn by
Establishrnent
Repart
— Employee Receipt
Eeport
B Check Reconciliation
[# Mass Employes
Updates
[ Periodic Payroll Events
usF
B U3, quarterly
Processing
B 1.8 Annual
Pracessing
[ vear-End Processing
CAN
[ Global Payroll & Absence
Mamt
[ Payroll Interface
[ warkiorce Development
® organizational
Dewelopment
[ warkiorce Monitoring
& Pension

=
2] Done | [ e meemet

Step Action

7. Click the Collapse button.

8. Click the Look up Company button.

9. Click "TN State of Tennessee".
[T State of Tennessee |
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Step

Action

10.

The Tips Establishment ID identifies the state park where the tip activity is being
reported.

Tip Establishment IDs:

TO1- Cumberland Mountain State Park
TO2- Fall Creek Falls State Park

TO03- David Crockett State Park

TO04- Henry Horton State Park

T05- Montgomery State Bell State Park
TO06- Natchez Trace State Park- Pin Oak Lodge
TO7- Paris Landing State Park Inn

TO08- Pickwick Landing State Park Inn
T09- Bear Trace- Harrison Bay

T10- Bear Trace- Tims Ford

T11- Bear Trace- Chickasaw

T12- Bear Trace- Cumberland Mountain
Click in the Tips Establishment ID field.

11.

Enter "T05" in the Tips Establishment ID field.

12.

Click the Search button.

13.

The Establishment Allocations page enables you to view tip allocation data, by
employee, for an establishment.

14.

You have successfully Viewed Tip Allocations by Establishment.
End of Procedure.
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